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Performance Work Statement
NARS Contract
EP-C-16-006, Task Order #3

TITLE: National Coastal Condition Assessment: Great Lakes Connecting Channel Research:
Benthic Macroinvertebrates Enumeration and Taxonomy

A. EPA PERSONNEL
Task Order Contracting Officer Representative (TOCOR):

Name: David W Bolgrien

Office: US EPA ORD NHEERL Mid-Continent Ecology Laboratory
Address: 6001 Congdon Boulevard, Duluth MN 55804

Telephone:  (218) 529-5216

E-mail: Bolgrien.Dave @epa.gov

B. ESTIMATED PERIOD OF PERFORMANCE
Base Period: Task Order Award through June 30, 2017
Option 1: July 1, 2017 through June 30, 2018
Option 2: July 1, 2018 through June 30, 2019
Option 3: July 1, 2019 through June 30, 2020

C. TASK ORDER TYPE
Firm Fixed Price

I. BACKGROUND

The U.S. Environmental Protection Agency (EPA) and other partners are conducting research on
the environmental assessment of Great Lakes connecting channels as part of the National Coastal
Condition Assessment (NCCA; https://www.epa.gov/national-aquatic-resource-surveys/ncca).
The NCCA repeats statistically-based surveys of the condition of coastal marine systems and the
Laurentian Great Lakes at 5-year intervals. The goal of our research is to integrate connecting
channels (such as the St Marys River, Huron-Erie corridor, and the Niagara River) into the
overall coastal assessments. The NCCA is designed to provide information on the extents of
condition classes that support healthy biological conditions and estimate the distribution of major
stressors impacting coastal systems. Status and trends data provide insights into whether coastal
systems are getting cleaner. Consistent sampling and analytical procedures ensure that EPA can
compare the results across the country and over time. In August 2016, field crews from EPA’s
Office of Research and Development (ORD) and the Great Lakes National Program Office
(GLNPO) will collect samples from the St. Marys River, connecting Lake Superior and Lake
Huron. In 2017, crews plan to sample the Niagara River. Work in subsequent years will be
detailed on amendments to this task order.

Approximately 60 samples will be delivered to the lab each year under this task order. The task
order supports the enumeration and taxonomic determination of benthic macroinvertebrates. The
Contractor shall first separate macroinvertebrates from debris, and then identify and tally



individuals to at least genus or species when appropriate. The resulting data will then be
transmitted to EPA. Field protocols are detailed in the NCCA Field Operations Manual (FOM;
US EPA 2015a). Laboratory and quality control procedures are provided in the NCCA Lab
Operation Manual (LOM; US EPA 2015b) and NCCA Quality Assurance Project Plan (QAPP;
US EPA 2015c¢), respectively.

Before the laboratory submits the data to EPA, the analyst who generated the data and an
experienced data reviewer must independently check and review the data, as follows:
e The analyst shall review the data to ensure that:
Sample preparation information is correct and complete
Analysis information is correct and complete
The appropriate method and standard operating procedures were followed
Analytical results are correct and complete
Quality control measures were within established limits
Documentation is complete

O O O O O O

e The data reviewer shall review the data package to verify that:
Taxonomy data are scientifically sound and appropriate
Quality control measures were within established limits
Qualitative and quantitative results are correct

Data spreadsheet conforms to EPA data template requirements
Documentation is complete

O O O O O

Accompanying data submissions, the laboratory shall provide a short narrative that includes the
following information:
e Project summary referencing the sample identification, total number of jars for each
sample, and the analytical methodology used for analysis;
e Discussion of any protocol deviations that may have occurred during analysis;
e Discussion of quality control questions that were encountered and the corrective
measures taken;
e Definitions of any laboratory or taxonomic codes used in the data; and
¢ Summary and discussion of samples that are diluted by the presence of an interference,
non-target analyte, or target analyte.

II. PURPOSE

This task order (TO) describes expectations for receiving, tracking, sorting, identifying,
enumerating, and reporting the taxa of benthic macroinvertebrates collected from Great Lakes
connecting channels. The contractor shall carry out several tasks related to the processing of
these samples. In general these tasks are: (1) to appropriately transport, receive, store, and track
approximately 60 benthic macroinvertebrate samples per year, (2) to sort the macroinvertebrates,
(3) to identify the macroinvertebrates to the appropriate taxonomic level; (4) provide QC forms,
data sheets (i.e., bench sheets and electronic spreadsheets), and reports to the TOCOR. The
Contractor may determine it necessary to send some samples to outside experts when
identifications cannot be made or are believed to possess a high degree of uncertainty. The



contractor shall be responsible for coordinating shipment and return of materials and data in such
cases.

III. GOVERNMENT FURNISHED INFORMATION
EPA will arrange for delivery of the samples to the laboratories.

The following documents are references for the task order:

e 2015 NCCA Laboratory Operations Manual (LOM; US EPA 2015b;
https://www.epa.gov/national-aquatic-resource-surveys/national-coastal-condition-
assessment-2015-lab-operations-manual). F

e 2015 NCCA Field Operations Manual (FOM; US EPA 2015a;
https://www.epa.gov/national-aquatic-resource-surveys/national-coastal-condition-
assessment-2015-field-operations-manual)

e 2015 NCCA Quality Assurance Project Plan (QAPP; US EPA 2015c¢;
https://www.epa.gov/national-aquatic-resource-surveys/national-coastal-condition-
assessment-2015-quality-assurance)

As they become available, the EPA TOCOR will provide the contractor with revisions of these
or other relevant documents or information deemed necessary for the contractor to provide the
support for the Performance Work Statement (PWS).

IV. GENERAL REQUIREMENTS

In providing support under the tasks described in Section V, the contractor also shall adhere to
the following general requirements:

1. Deliverables

The contractor shall name all electronic files using a logical abbreviation for the name of the
document, the contractor name (i.e., ABC for Allied Building Corp.), and the date of edits to
assist in version control (ex: TO25Data_ ABC_20160902).

Memoranda shall be placed on company letterhead and the subject line will include the phrase
“EPA Contract xx-X-XX-XxX".

The contractor shall use EPA’s templates for reporting the results of the taxonomic analyses for
NCCA samples (see Table 1). For any other database or spreadsheet submitted to EPA, the
contractor must provide metadata that, at a minimum, identify the fields recorded for each
sample, define the codes used for the field, and include the version number and date.

The contractor shall ensure that documentation is created using Agency standard software
formats (e.g., Microsoft Office) to facilitate EPA use and review.



2. Identification at Meetings/Teleconferences (see Contract clause B.2)

Contractor personnel shall always identify themselves as contractor employees by name and
organization. Contractor personnel are prohibited from acting as the Agency’s official
representative. The contractor shall refer any questions relating to the interpretation of EPA
police, guidance, or regulation to the TOCOR.

V. SCOPE OF WORK

The Contractor shall provide laboratory support for the sorting, identification, and enumeration
of benthic macroinvertebrates as described in the following tasks. The contractor shall manage
the Task Order (TO) and submit monthly progress and financial reports prepared and submitted
in accordance with the contract clause, Contract Attachment 2, Reports of Work.

Task 1. Task Order Management and Monthly progress reports

The contractor shall manage the Task Order (TO) and submit monthly progress and financial
reports prepared and submitted in accordance with the contract clause, Contract Attachment 2,
Reports of Work.

a. Teleconferences: Prior to the shipment of samples from the field, the contractor shall
participate in 1-2 teleconferences with EPA regarding laboratory procedures for
receiving, storing, tracking, analyzing, and reporting benthos samples and results. Each
teleconference may last approximately 2 hours. The goal of the teleconferences is to
ensure consensus on the analytical procedures and a schedule for sample processing and
reporting. The agenda will include review of the QAPP and LOM, but may also address:

i.  Taxonomic references;
ii.  Training, experience, and proficiency of taxonomists;

iii.  Standard Operating Procedures (SOPs). The contractor shall make SOPs available
to EPA;

iv.  Possible consultation with independent experts to resolve taxonomic
discrepancies.

b. Status Summaries: Prior to delivering the progress report, the contractor shall provide
monthly status summaries. The monthly status report shall match the time period covered
by the progress report. The contractor shall provide Excel spreadsheets with the monthly
status reports that include:

i.  The number of samples for which the laboratory has submitted data.

ii.  Data for the samples processed, or revised, since the previous summary. The
contractor must report the data using EPA’s data template (see Table 1), but
updated with the new and revised data. In reviewing invoices, the EPA TOCOR
will only consider the sample data to be complete, and eligible for payment, if the



data include the entire batch of samples and their QC data. In addition, the
contractor shall provide a separate case narrative for the EPA TOCOR to review
with the data.

c. Monthly Financial Reports: The contractor shall provide a financial report each month
that matches the costs in the corresponding invoice.
1. The contractor shall prepare and submit the financial reports in accordance with
the contract clause, Contract Attachment 2, Reports of Work.

ii.  For the sample analyses completed during the month and billed in the invoice, the
financial report shall identify the sample using its site identification code and
sample number.

iii.  For the month in which the contractor delivers the final database for Task 4, the
contractor shall include the costs for Task 4.

d. Monthly Progress Reports: The contractor shall provide a progress report each month that
includes project status; expenditures to date; number of samples in each processing stage
compared to the plan; unexpected problems or concerns, including with quality
assurance; lessons learned; quality assurance/quality control (QA/QC) activities; and next
steps. The contractor also shall certify, each month, that all assigned staff have received
the appropriate training required for assigned duties. The contractor shall prepare and
submit the monthly progress reports in accordance with the contract clause, Contract
Attachment 2, Reports of Work.

e. Issues Requiring EPA Resolution: The contractor shall immediately notify the EPA
TOCOR of any unexpected problems or concerns with QA/QC outcomes. Recommended
remedies or corrective actions, including modifications of Standard Operating Procedures
(SOPs), should be shall be part of the notification. The contractor also shall include
problems and concerns in the monthly progress report.

Deliverables and Schedule under Task 1:

Subtask | Deliverable Due

a. Teleconferences, including | Date/time per technical direction from
copies of SOPs. EPA TOCOR based upon contractor’s

recommended dates/times.

b. Status updates with data in | Monthly for any month in which
spreadsheet and case samples were received and/or
narrative processed.

c. and d. Progress and financial Monthly for any month in which
reports in electronic format | samples were received and/or

processed.

g, Notification (by email or Immediately when issue identified.
teleconference) of EPA to
problems or concerns




Task 2. Quality Assurance (Contract PWS B.3)

Quality Assurance (QA) is an important component of EPA’s work to assure that minimum
quality standards are attained. The contractor shall address the QA requirements of this task
order by adhering to the requirements and procedures identified in:

The contractor’s customized Quality Management Plan (QMP) incorporated into this
contract;

2015 NCCA Quality Assurance Project Plan (QAPP; US EPA 2015c¢);

2015 NCCA Laboratory Operations Manual (LOM; US EPA 2015b).

As demonstration of the contractor’s:

a.

Commitment to adhere to the QAPP, the contractor’s Quality Assurance Official (QAO)
and each laboratory’s QAO shall sign the page “Review & Distribution Acknowledgment
and Commitment to Implement” in the introductory section of the QAPP. The contractor
shall distribute the version of the QAPP (US EPA 2015¢) and LOM (US EPA 2015b)
available at award of the task order, and any additional revisions approved by the EPA
QAQO, throughout the contractor’s organization, including subcontractors and consultants.
If EPA distributes an updated version of the QAPP (US EPA 2015¢) or LOM (US EPA
2015b) and states that it contains a “significant change,” relevant to taxonomic analyses,
the contractor shall acknowledge, in writing (e.g., email), that it has received and
distributed the revised document to the appropriate personnel.

Implementation of QA/QC in performing the other tasks in this Performance Work
Statement, the contractor shall provide EPA with documentation of its QA activities as
follows:

1. Standard Operating Procedures (SOPs) and any other quality assurance
documentation developed or adopted by the contractor’s laboratory for use in
performing the required analyses.

1.  Reports of relevant QA activities in any deliverable. All QA documentation
prepared under the task order shall be considered non-proprietary.

iii.  Monthly reports of QA activities performed during implementation of this task
order. These monthly QA reports shall identify QA activities performed to
support implementation of this task order, problems encountered, deviations from
the QAPP (US EPA 2015c¢), and corrective actions taken. The contractor shall

include the QA report with the monthly progress report.



c. Ability to conform to NCCA measurement quality objectives, the contractor must, at a

minimum, ensure that the data meets the measurement quality objectives in the QAPP
(US EPA 2015c¢).

Deliverables and Schedule under Task 2:

Subtask

Deliverable

Due

a.

Completed Signature page “Review &
Distribution Acknowledgment and
Commitment to Implement” of the

QAPP.

No later than 5 working days after
award of the task order.

Email acknowledgement of receipt of
QAPP or LOM with “significant
change”.

No later than 10 working days
after receiving revised document
from EPA.

b. Laboratory SOPs No later than 5 working days after
effective date of task order or SOP
Notification to EPA of SOP modification.
modification.
Documentation of QA activities With deliverables
Monthly reports of QA activities With monthly progress report
during months when samples are
delivered and/or processed
Task 3. Sample Analyses

The contractor shall strictly adhere to the specifications in the QAPP (US EPA 2015¢) and LOM
(US EPA 2015b). The EPA TOCOR will issue technical direction if minor revisions to these
procedures are necessary.

If the contractor identifies a situation requiring modification of analytical procedures or SOP, the
EPA TOCOR must approve the modification before the contractor can implement the change.
CO approval is required for any change that potentially affect the costs (decrease or increase)
and/or period of performance.

In addition to the delivery of data addressed in Task 1, the contractor shall provide the
deliverables resulting from the following activities:

a. Log each sample (see Table 2) and record the condition of the sample into the NARS
Information Management (IM) system within 24 (clock) hours of the sample arriving at
the laboratory. If the sample does not arrive when expected, the contractor shall
immediately notify the EPA TOCOR or her designee. Alternatively, for shipments with a
large number of samples, the contractor may email a spreadsheet with the sample login
and sample condition information to the EPA TOCOR or her designee.




b. The laboratory shall retain:

o The sample materials, including vials, for a minimum of one (1) year after
collection. During this time, the laboratory shall maintain the materials as
specified in the LOM (US EPA 2015b).

o Original records, including bench notebooks, for a minimum of ten (10) years
from the date that EPA publishes the final report.

c. If EPA or the contractor determines that the transfer of samples or records to another
location is necessary, EPA will make separate arrangements (e.g., task order
modification) with the contractor for any necessary photocopying, packaging, and
shipping expenses. Otherwise, at the end of the retention period, the contractor shall
follow its internal protocols for disposal.

d. Unless the TOCOR grants an exception, the contractor shall not publish findings based
upon work conducted under this task order until EPA provides public access to the data.

Deliverables and Schedule under Task 3:

Subtask | Deliverable Due
a. Sample logged into NARS IM system or | Within 24 (clock) hours of
transmittal of spreadsheet sample receipt
a. Email identifying missing sample Immediately if sample does not
arrive when expected
b. and c. | Access to samples or original laboratory | Upon EPA TOCOR’s written
records. request.

Table 1: Benthic macroinvertebrate taxonomic identification required data (see the LOM (US

EPA 2015b) for details).
FIELD FORMAT DESCRIPTION
LAB NAME CHARACTER Name of lab
LAB ID (Optional) CHARACTER Lab sample ID
DATE RECEIVED DATE Date sample received at lab
SITEID CHARACTER NCCA site identification code as used on sample label
VISIT NUMBER CHARACTER Sequential visit to site (1 or 2 if specified on label)
SAMPLE ID CHARACTER Sample number as used on field sheet (on sample label)
DATA COLLECTED DATE Date sample taken
DATA TAXON DATE Date that the taxonomist started identifying organisms in the sample
ANALYST NAME DATE l(:lfa(r}ng g;‘] (teacic))nomst or internal taxonomy QA officer (if record provides results
QC VERIFICATION CHARACTER Y if the record provides the results from the QC check
FAMILY CHARACTER Taxonomic family
SUBFAMILY CHARACTER Taxonomic subfamily




TRIBE CHARACTER Taxonomic tribe
GENUS GROUP CHARACTER Taxonomic genus group (e.g., Thienemannimyia)
GENUS CHARACTER Taxonomic genus
SPECIES CHARACTER Taxonomic species
Taxonomic serial number as defined by Unique Identifier in WQX. If taxon not in
WQX_TSN NUMERIC WQX, provide citation for reference used to identify organisms in CITATION

field

Table 2: Benthic macroinvertebrate required data elements for NARS IM system (see the LOM
(US EPA 2015b) for details).

Data field Format Description

LAB NAME Character Name of lab

LAB ID (optional) Character Lab sample ID

DATE RECEIVED MMDDYY Date sample received at lab

SITEID Character NCCA site identification code as used on sample label

VISIT NUMBER Numeric Sequential visits to site (1 or 2 if specified on sample label)

SAMPLE ID Numetic Sample number as used on field sheet (on sample label)

DATE COLLECTED MMDDYY Date sample collected

CONDITION_CODE Character Condition codes describing the condition of the sample arrival at the library

Flag Definition
OK Sample in good condition
C Container cracked
L Sample container leaked or is leaking
ML Sample label missing
NP No enough preservative used
Q Other quality concems, not identified above

COND_COMMENTS Explanation for Q flag if needed

LABTIN CHARACTER Lab taxa ID number

TAXA NAME NUMERIC Unique taxon name in WQX

ffg\’j Eé‘ NCE NUMERIC Number of individual larvae or immature organisms

ABUNDANCE PUPAE | NUMERIC Number of individual pupae

ABUNDANCE ADULT | NUMERIC Number of individual adults

ABUNDANCE TOTAL | NUMERIC Total number of individuals

DISTINCT CHARACTER Distinct taxa in sample (y/n)

CITATION CHARACTER Citation for reference used to identify organism, if taxon not in WQX
QA/QC flag (lab may use its own flags, if defined in QA_COMMENTS field or
provided to NARMS IM team
Flag Definition
DD Damaged organism, poor condition or fragments
M Immature
IN Indeterminate (explain in QA_COMMENTS field)

QA FLAG (as needed) | CHARACTER NP Not enough preservative used
NT Not able to meet target level for identification (may be used with other

codes, or explain in QA_COMMENTS field)
S Sample shipping problem (explain in QA_COMMENTS field)
Unknown. Identification is tentative. Organism has been sent to expert
UN : T
taxonomist for definitive identification
Q Other quality concerns, not identified above
QA_COMMENTS CHARACTER EXPLANATION FOR QA FLAG (as needed)
LAB COMMENTS CHARACTER GENERAL LABORATORY ANALYSIS COMMENTS




Task 4. Final Database

The contractor shall provide revised and final databases for the results of the taxonomic analyses
reported in Task 1 and Task 2. The contractor shall provide:
a. Responses to EPA’s questions about the sample and QC data, as conveyed by the EPA
TOCOR’s technical direction.
b. Revised databases that incorporate changes based upon EPA’s review of the data and
identified by the EPA TOCOR’s technical direction.
c. Final database that incorporates revisions identified by the EPA TOCOR’s technical
direction.

Deliverables and Schedule under Task 4:

Subtask | Deliverable Due

a. Email with responses to data questions 1-5 working days per technical
direction

b. Revised databases 10 working days after receiving

the EPA TOCOR’s technical
direction. The contractor shall
assume that five revisions will be
required as a result of EPA’s
review of the data.

c. Final database 10 working days after receiving
technical direction; but no later
than 5 days prior to the end of
the period of performance.

VI.  Travel
EPA does not anticipate that any travel will be necessary to perform the tasks in the Performance

Work Statement.

VII. Literature Cited

U.S. EPA. 2015a National Coastal Condition Assessment 2015 Field Operations Manual. U.S.
Environmental Protection Agency Office of Water, Washington, DC. EPA-841-R-14-
007; https://www.epa.gov/national-aquatic-resource-surveys/national-coastal-condition-
assessment-2015-field-operations-manual

U.S. EPA. 2015b National Coastal Condition Assessment 2015 Laboratory Operations Manual. U.S.
Environmental Protection Agency Office of Water, Washington, DC. EPA-841-R-14-008;
https://www.epa.gov/national-aquatic-resource-surveys/national-coastal-condition-
assessment-2015-lab-operations-manual




U.S. EPA. 2015¢ National Coastal Condition Assessment 2015 Quality Assurance Project Plan
(version 1.3 May, 2015). U.S. Environmental Protection Agency Office of Water,
Washington, DC. EPA-841-R-14-005; https://www.epa.gov/national-aquatic-resource-
surveys/national-coastal-condition-assessment-2015-quality-assurance

VIIIL. Quality Assurance Surveillance Plan (QASP)

The contract QASP is applicable to this Task Order.



POINTS OF CONTACT
NARS CONTRACT
TASK ORDER (TO) 3

Title: TO 3: Benthic Macroinvertebrate Identifications

The contractor shall provide contact information for the prime contractor and laboratory. If the task order is awarded, EPA will use
this information in contacting the contractor and providing shipping instructions to the batch laboratory and/or field crews. Use the

template in the Table below or any other format that provides the required information.

Also include any special shipping instructions, recommendations, and/or preferences (e.g., do not deliver on weekends).

Table: Contact Information

Person’s role in the task Organization Person’s name Phone Email (most EPA and Include

order logistics-related person on
communications will be by | emails (Y/N)
email)

TO Leader (required) ESS Group, Inc.  [(b)4) (b)(4) (b)(4) Y

TO Coordinator ESS Group, Inc. Y

Lab contact (for shipping ||(b)(4) (b)(4)

questions)

Backup lab contact

Others? N/A

OTHER INFORMATION (if any):
Do not deliver on weekends unless special arrangements are made with the lab.




